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Introduction and Context  
The purpose of this document is to set out the Terms of Reference for the Admissions Committee. The main function of the Admissions 
Committee is the monitoring of admissions data to ensure compliance with standards, process and procedures for access, transfer and 
progression of learners.  

Terms of Reference 
The Admissions Committee is a sub-committee of the Academic Board and is responsible for: 

- Establishing policies and procedures for the admission of students to programmes in the College.  
- Reviewing and developing admissions policy and practice. 
- Ensuring compliance with admissions criteria and requirements 
- Ensuring that all documentary evidence required to evidence fulfilment of those criteria is supplied by applicants. 
- Promoting fairness and consistency in admissions policy and procedures.  
- Liaising with the RPL Committee 
- Closing the loop from enquiry to registration for all applicants 
- Revising the application form as required   
- Providing an annual report on its activities to the Academic Board including information on standard and non-standard admissions, 

admissions with advanced standing, and admission of mature learners. 

Decisions and Reporting Structure 
The Admissions Committee is a decision making Committee. The Admissions Committee will select the most suitable candidates to fill the 
places available in any year and the Committee reports directly to the Academic Board.  

Composition of the Admissions Committee:  
Membership consists of the followings:  

- Admissions Officer: (Chair ex -officio)  
- Head of Examinations and Registrations 
- Director of Quality and Academic Affairs 
- Programme Directors as required.  

 



Frequency of Admissions Committee Meetings 
Admission Committee meetings normally take place three times a year but may convene as required where timely decisions are needed 
outside of these meetings.  

Meetings 
 

Person/s 
Responsible 

Records generated 
to ensure evidence 
of follow through 

- Agendas and associated documentation are distributed at least five working days before 
the meeting by the Chairperson.  

- Members are notified of the location and time by the Chairperson;   
 
The Committee will consider the following:  
 

1) Direct Applications 
Direct applications include those to part-time programmes, to graduate programmes and 
applications from mature and international (non-EU) applicants.  

- These will be reviewed by the Admissions Officer and confirmed by the Admissions 
Committee 

- Applicants who meet the listed entry criteria and who have not requested RPL/RPEL 
considerations will be offered a place by the Admissions Committee.  

Note: All offers are conditional on the verification of documentation.  
 

2) International Applicants 
Non-EU applicants complete the online application form which includes options to upload 
additional information e.g. transcripts, diplomas, certificates, references etc  
International applicants may also be interviewed either in person or by telephone by the 
International Officer. International Applications are reviewed by the Admissions Committee 

Applicants considered by the RPL Committee  

The RPL Committee liaises with the Admissions Committee. 
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Applicants who have requested RPL/RPEL, for the purpose of entry or exemptions, are directed 
to the Programme Directors, the Director of Quality and Academic Affairs (DQAA) and then on to 
the RPL Committee which is chaired by the Head of Examinations and Registrations (See QA 3.6: 
Recognition of Prior Learning)  
The RPL Committee meets as required and deliberates on the recommendations made by PD’s 
DPD’s and DQAA in cases of Certified Prior Learning and Prior Experiential Learning for entry or 
exemptions 
 
The RPL Committee:  

- Liaises with the Admissions Officer.  
- Notifies applicant of decision.  
- Advises applicant to contact the Admissions Office if they accept the terms and conditions 

of the RPL Committee  
- Learners contact the Admissions Office to accept offer, decline offer or to offer further 

information to the RPL Committee requesting a review 
- Applicants will be sent details of an induction event by the Admissions Office.  
- Applicants remain the responsibility of Admissions until they are officially registered.  

 
See QA 3.4: Admissions Policy 
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